Saving a Document in CMS

After you open a document from CM S and make any changes to it, you need to saveit if you want the changes
to be available later. The system will save a document when it createsit, but if you make changes after opening
it and want to save those changes for later use, please follow this procedure.

Click on the Save asicon or use the File: Save as menu.
The process is dightly different depending on your word processor.

For WordPerfect users

twork Places

1. Change the file type to Rich Text Format (RTF)
2. Select My Network Places in Save in

= 5. Double click en autoFile ...

4, Click on Save

5. Click on Yes when prompted to overwrite

Note: DO NOT change the file name!

If you follow the steps outlined above, your changes will be saved back to the server and be available for the
next time anyone wants to open this document.



For Microsoft Word users

1. Click on My Network Places on the left side
2. Double click on autoFile ...
3. Click on the Save button.

NOTE: DO NOT change the file name!

Rich Text Format {*.rtf)




